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Correct TYPING TECHNIQUE 
' lessens fatigue! 












LONG BAY, loads of work to PLACE YOUR HANDS in rest posi TRIPLE-POSER DRAWINGS show 


do? ... stay alert and inter- tion, forearms parallel with how back, neck and eye 
ested . . but relax and the keyboard (about a 30 strain result from bad pos- 
he comfortable too. Don't angle). Don't pound the ture. Good typing technique 
crouch like a tiger and tense keys ... just curve your fin means less tatigue, tewer 
up. Sit upright, bend for- gers and use a “fingering” errors, increased speed. 
ward a little from the hips motion. Put rhythm into With the right machine 
Feet must be firm too, not your strokes. Don't arch you'll be amazed how much 
wrapped around chair. your wrists ... relax them. easier typing can be. 








NOTE THESE SPECIAL 
SMITH-CORONA FEATURES 


You'll find it easier with a 


Smith-Corona wiivsien 


L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y 
makers also of Smith-Corona Portable Typewriters 
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SHORTHAND LIGHTS THE WAY 


From secretary to a director to director with a secretary 








epitomizes success story of this young Westinghouse expert 


RAE YOUNGDALE 





Tue Grece Wrerrer — 


Miss Fahsbender at a breakfront desk in her apartment 
The lighting is by a portable lamp together with local 
light from a small fluorescent tube concealed in the 
left side of the desk. 
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Is Your Office Noisy? 


You Might Do Something About It 


MADELINE CORSI 
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DO YOU NEED A HANDICAP? 


\{n inspiring account of what one young Council Bluffs high 


school virl was able to accomplish, as told by her teacher 
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HAROLD J. JONES 
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INFORMATION 





send your 
tion Desk. 
Madison 
N. ¥. A 
postal eard will do. 


The Gre 
Avenue 


questions 


letter is not 


to Informa- 
ce Wrirer. 270 
New York 16 
necessary. a 


but be sure to 











3. ts it 


Strictly 


correct to use 


business correspond 


tells me to use them, but 
be used “ /.u 
a4 ’ vavs Ps , 
t it S rega 
} toll wed by 











give your name and address. 
l. li the name Mer John Brown Ir is 
wed in a sentence of a letter deo you put an- 
ther comma after Jr even i it ws not the end 

a clause? 

li the name of a company as Hardy Bus 
Incorporated, is used in a sentence of a letter 
do you put another comma alter Incorporated 
even if it is not the end of a clause? ! vw. (S 

t i at 

‘ ur 

@e Would y ease let me know the correct 
rm to be used in listing the following numbers: 

43-2015, 6170-D, 10049, CL-41937 DP-2460- 
XI, 25-60, and 7181 B.B 

tal . ‘ . 
1 i 
“ tT bh ~ 
x ! \ . " 
narei rega t P 





question marks in 
ence: Nix employer 
I think they should 
» » 1 is 
‘ng indirect au 
quest! 5 yin 
periods The i 
| 
| + ' ryt ] ' 
nN ‘ ‘ ‘ 








ESK 





1. 1} In my work I run across quite a few 
Quotations in sentences I am sending a sentence 
which, | think, will illustrate my point I would 
say that the last quotation marks should be just 
inside the period, and yet in most instances it 
is written as | am sending it to you 

There were five rooms and a hall 

which were sparsely furnished, and 

dirty and from which emanated a 

foul odor of smoke and dampness.” 

(2) 1 should like to know whether or not a 
comma is put between the month and the year 
The recipient was convicted of mur- 
der in June 1940 Mrs. E. H. R 
] \ , ’ ’ ry ’ y ’ , ‘ 

i . : a * ‘ > , 
‘ . +f 
; , > 7’ ] 
‘ ‘ ‘ N 
ae , , , 
i ( OOK | vaday 
t tvie uWavs placing tii f t he 
tat mark—it seems to be a matter 
; y ; ‘ ’ | ] 
t grapihica ippcara ‘ i smal 
I rs look st itside the « tati 
J N 
. , ‘ 
It is considered better st t 
i t I n nt i i yea by 1 com 
ve t rt I t is i 


clud Your <amp!l would, therefor 
‘ 1949.” 


oO. l Is it 





correct to leave three spaces 
between paragraphs in double spaced typewritten 
work? 

> , 

é (an you give me any specific instructions 
as to spacing, especially pertaining to legal mat- 
tersr 1 

, 1 i 

(i \iany cop K I ive t ‘ 
pa ctw paragray] I 1D 
spaced typewritten work, but the comn 

act is t icave tf san I t 
space tweet paragrap het wee 
Ines | is not to say that cit rm 
is tin n i | niy cor = | ! < 
Is I questi t it an extra spac Detwe 

" ' 
maragrapns is aoupnik spa v eT W nN 
Sime spa ( ) igT ip! _ Scts car pa 
ra } st ' ea \ ~ ‘ cop 
’ ‘ . 
sia cxtra spac is m irtistic 
Others use it in ord to make t typ 
written work more legibl Phis all 
i matter of personal opimnior 


I 
Continued on page 
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Painting Pictures \ 


ALAN ¢ 
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our Business Letters 
INVERTI \DDRI 


style has a different ersonality A per ; 
every typist should inderstand This 
will give vou a new insight and interest in 
¢ and analyz business correspondence 
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uStration 6 The typewriter m a paint por- 
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eS, @s this speaking likeness of Van Johnson 
demonstrate most artisticaily 
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How’s Your Reputation ? 


HELEN WATERMAN 


Why They Say “Chairman” 


Binet 
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THE STUDY CORNER 


OUR SHORTHAND ALPHABET 


The simple. easy curves that predominate throughout the 
system. give to its writing a distinctive graceful onward flow 





JANET KINLEY GREGG 
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The Gregg Vowel Chart 
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ye GREG 








: \\ wa 
\f 
we 
i Wo 
' 
dash 
- va 
The Vowel Chart ve 
W yo 
yoo 
t. The 
l The Twelve Vowel Sounds 
c>\\ (nM 
oO} ‘ 
c 
|. Other 
O {> 
} 
\N c 
‘i? 
¢ 
) 
UU, 
any vowel 


iN 






and } 


Four Diphthongs 


Vowel Combinations 
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Information Desk 
Concluded trom page 63 
? T } ‘ ‘ ‘ 
| S 
; + land 
y te Arc he ‘ ‘ have ind has used 
es t ectly the Z 
‘ ‘ 
Ihat the detendants ming them 
v1 
tvI t here have or claim t ha ind each thereof 
ty has, « claims t have some right title estate 
Api : ind that said detendants have not, and 
‘ ¢ ‘ 
‘ ‘ eacl t ti has not ny estate right title 
Be ‘ of nterest 
ny ‘ lhat said d s have t r has any « 
2a . them any rig H / 
eV I 
\ i\ il 
ty V | 
| . . ' 
i I yea 
£ at ee ‘ 1] ae . 
eal gt , we” Oni: 
i leg College UZ 4 
4 
tvI t < 
> > , 
oe ae BORIS RANDOLPH 
: ‘ 
> a’ ’ 
‘ + WW) } 
rrorse < \ . 
, + ls + 
Ss ¢ \ S 
+ ; he leo ¢ + ‘ 
ters a ind Dlank ‘ + ‘ 
‘ + ’ 
\nv w ‘ . S 
tvpi ns ft st 9 
> ’ ? 1 4 ? ~ 
i t \ ‘ 
set a pa | . K ) 
, See page 6 for the 
a t 5 
A . Correct Answers 
~ V 
. . , ’ 
\ + i ~~ ‘ 
tions ‘ ’ ¢ ' Acc 
vf 
S ‘ St 
Cc { FN 
‘ ' 
7 \ ’ 
6. (1) Is it correct to use the phrase it- 
tached herewith when torwarding severa < es } 
of forms with the original letter: ‘ 
()}] - 
2) Should “post-war be hyphenated li ss , 
ble please give rule tor hyphens Wve. OG () 
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Do You Need a Handicap? 








Answers to “College” Quiz 


or Page i4 
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DOING WHATCOMES 


The Manual 


natural development of speed and 
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Instructions for Shorthand Tests 








































rhe purpose of the O.G.A,. ts t 
a practical shorthand writing = sty 


IUNIOR OA AWARD is given t st 


dents who have had sufficient practice t 


able to write freely, smoothly, and correct 

the Junior O.G.A lest on age 8S This \ 

award is given tor qualifying specimens 

apers that do not qualily are returned 

criticisms and suggestions tor turther " - ‘ 
tice tor the pertection t notes The Ou \ 

MEMBERSHIP CERTIFICATE is award t t 


mn specimens qualifying on the Members! 
Test (page SS) written in a good practica 
stvle with attention given to fluency t ma 
tion of curves, proportion, and correct exe 
tion generally. 





Practice the O.G.A. Test as often as 5 serv 
can in order to secure a specimen of your ‘ Ps 
best writing style to submit tor the aw 

17 
1 o.8 
ly pewriting ; ‘ 

The O.A.T Junior and Senior Member 
ships encourage proper attention t arrang 
ment accuracy and rhythmic = stroking . 
typing. Any make of tvpewriter may | 
used The Junior O.A-T Test age S2 
requires neatness in irrangement acc i] a4 " 
and even touch ? 

The SENIOR O.A.1 TEST requires sk 
in setting up the copy if tw irts are @ 

Part II should be arranged on a se i si 

A study of the test page 79 “ suggest 

the best method of arranging it t " y 
an attractive and easily read copy 

The Competent Typist Awards beg at ' t 
10 words a minute, for which the PRO 
RESS CERTIFICATE is issued. There a 
special COMPETENT TYPIST PINS issu 
for speeds of 50, 69, and 80 words The test , 
page SO must be written in a ten-m te 
period, with not more than five er s. It _ ¢ 
may be practiced as often as you k t 
secure your best speed for the month bef 
the final paper is submitted for ar awa siont t 

‘ 
" ° . 
Transcriptions t t 

In addition to these monthly tests, thers 
is a page of shorthand matter for trans 
tion speed practice. The records you make t 
on transcribing these letters each month are : ‘ ae? 
recorded by many teachers for comparis , ccalies 
with the work being done by your class t t iv Ss as- 
mates Record cards for this purpose ars : 
ivailable to teachers This month's Trar . 
scription Speed Practice plate will be { t 1 Ss 


on page 83. 
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October Test Material 


1/1 clubs of test papers should be accompanied by a typewritten list of names to expedite 
hecRing and insure accuracy tm making out certificates (ictober copy is good a member- 
hip tests tor 0) ae ( / an Oo. ds 1. wntil receipt of the Nevember, 1946, issue 
. ° a 
Senior O. A. T. Test 
INSTRUCTIONS: Type this typica rough dratt letter neatly and arrange attractively making any 
essary corrections, Use letterhead, preterably Add vour teacher's init als and your own tor dic- 
tater and stenographer respectively. Su ly tull name and address. Prepare the letter for the signature of 
lob Jones Advertising “Nlanager 
Minimum offce standard: Satisfactory work on first writing in 30 minutes 


Dear Mr. Green; 


Following our talk of a ago relative to increasing 
| the sales of your product, the ys of bringing about this desired 

result through the schools of t country, I am submitting @ folder 
- covering the po.nts that we disoussed, in the hope that it may be of 


service to you. 
ne A Your comment as to the usefulness of ing operators ready to 
0 to the business man to whom you are img to sell your product, 
leads me to suggest that perhafe the mswor is to sell the product 
the schools where instruption is given in the operation of such mach- 
ines as you sell. An effert could also be made to get your machines 
introduced in schools ndt gi yet teaching this important subject. 

You s&rkfix would benefit theeeferd fourfold: 







: 1. Through the aE. - machine to school « 
2.]The schools would develop the needed oper- 


(ators. 
3. E Out in business, - will 


Pmstice ask their employers for the type of 


machines with which they ? 


&@% Your problem# of selling to the business __ 
man would be materially Kakheg --and chances 
for sales enhanced. 


So selling to schools is a double oe to 
your @sadvantage as it gives @ you (a) sales to schools, and (b) 
cooperation for sales —— howece, crorld . 
entally,you will be doing a real eerfiee to the schools 
m bridge the gap between theory and practice. The stud- 
you saan § 












‘ om , “thal #Qct ? 
As you have the lowest product ef<+¢e-ierrd should 


est- be broup&{to the attention of those interested in the subjecteuygney 
won naturally want to save money as long as the producbis as good for 


their pAypose. 


+ Three approaches oan be made: through advertising in the 
professiowal magazine of teachers and other educators Specially in- 
terested in this work; throvgh direct mail; and through personal 


Solicitation by your representative an help you ° the first 
two phases. Let us try Corea atbg, ,, Ree. Mg. 














80 Tue Grece Writer. 





Use double spacing in typing this test 


To find the gross number { words you write livide gross number trokes by 3; then 
words for each error i et net words written. Divide this by 10 to determine the net words 
T he nambDer Ke ’ ife at the end j nr ime 61” ’ f 


number of Strokes written 


It is my purpose here to help you know more about 
the world in which you live and how you may plan and 
work to fit yourself into it successfully and happily. 
First of all, you must think about the difference be- 
tween making a life that is complete and making your 
economic future secure. Secondly, try to determine 
what counts in making a living. Such study will help 
you to train yourself now and later for the best and 
most profitable use of your talents and skills. 

You are aware of the fact, of course, that there are 
no fairies who will give you the things you need to make 
life worth living. You must depend upon yourself. 
Perhaps you have among your acquaintances a few 
people who have enough money, property, or other 
wealth to enable them to acquire the normal things of 
life without procuring a job. But not many owners of 
property receive enough income from it to provide for 
a satisfactory living; and even if they did there would 
still be work and anxiety connected with the job which 
might require more time and skill than you and I devote 
to a normal task which brings us a weekly or monthly 
income. 

But even more important to you is the question of 
what kind of life you will make. Sheer lack of any mo- 
tive influences men to enter occupations for which they 
are not suited by taste or talent. Such people take the 
first offer of a job that gives them a financial return. 
They take little or no interest or pride in it, and gen- 
erally follow the line of least resistance. Hobos personify 


October Competent Typist Test 





October, 





ageduct tes 
er minute 


Strokes 
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Ct tes 
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the kind of drifting we have in mind; the only difference 
being that hobos depend upon chance for their food and 
shelter instead of financial return for labor. 

Your efficiency, mental and physical, is influenced by 
the state of your health. With the fully vitalized person 
the renewal of energy is prompt and abundant. For 
such a person, work is a pleasure, and his success in 
business is only a matter of time. Success in work, espe- 
cially where one is not under the direct supervision of 
somebody else, depends in great measure upon interest. 
Interest and zest mean the enjoyment of the thing you 
are doing. If you are enjoying your work, you can no 
more prevent your mind from conceiving new and dif- 
ferent ways to build up the business, perform the vari- 
ous tasks in it, utilize the time employed at the office or 
the shop more fully and efficiently, than you can keep 
your toes from tapping to a wonderful dance tune if you 
love dancing. 

I just returned from a visit to one of New York’s 
most fashionable stores. Success is breathed into every 
luxurious pastel leather chair comfortably placed in 
casual corners for the weary shopper, in the brilliance 
of the mirrors that adorn the walls, and the crystal glass 
of the counters and show cases; in the soft, thick pile 
of the carpeting, and in the elegance of the customers 
who were buying there. More attractive than the sur- 
roundings, more persuasive than the lovely things dis- 
played for purchase, was the quiet, friendly charm of 
the men and women who came eagerly forward to help 
one: or stepped aside, alert and smiling, if one must 
pause to do a little silent calculation. Such genial tact 
is born of the consciousness of one’s responsibility to 
the firm for which one works. It denotes interest in the 
job, and presages ultimate success in the climb up the 
ladder of fortune. — Adapted. 


Repeat trom the beginning until end of the ten-minute test period 
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AIR TAXI The amazing versatility of 
the helicopter has given rise to much 
speculation as to whether it will become 
the personal aircraft of the future. Heli- 
copters can accomplish feats entirely 
impossible for any other means of trans- 
portation, but the chances are that the 
day when the average man will land in 
his own back yard, fold the rotors, and 
taxi into the garage is still a little remote. 

There is no doubt that hundreds of 
helicopters will be produced in the near 
future, but they will be made for com- 
mercial use and not for private cus- 
tomers. They are still expensive to buy 
and are expensive to maintain as well. 
But more important than either of these 
considerations, they are not easy to fly. 

The major development of this unusual 
aircraft is very recent, and less than one- 
quarter of one per cent of the engineer- 
ing effort expended in perfecting the 
airplane has so far been applied to the 
helicopter. Its development is approxi- 
mately at the point where the automobile 
was forty years ago, but its possibilities 
are tremendous. 


Blue Seal Honorable 
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the helicopte ’ air per s tie spaced 


all cars 

During the war, seemingly impossible 
rescue missions were carried out with 
helicopters, since they can take off and 
land in a space little larger than the 
radius of their rotors, as well as hover 
over water or terrain entirely inacces. 
sible to conventional aircraft. They can 
fly forward, backward, straight up, or 
even sideways. Rescues have been re. 
peatedly accomplished under weather con. 
ditions and visibility which made it im. 
possible for airplanes to leave the 
ground. Up to about 300 miles, an 80. 
mile-per-hour helicopter is faster, door 
to door, than a 200-mile-an-hour air. 
plane. 

The people who fiy and manufacture 
helicopters insist that the machine is 
not a substitute for conventional air- 
craft, but an entirely different method of 
transportation which has great possibil- 
ities in the fields of crop dusting, delivery 
service, airport to Post Office shuttle 
routes, and pipe and power line main- 
tenance, which cannot be accomplished 
as economically by any other means 


(See paces 87 and S88 for O.G.A Tests 
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THE SHORTHAND REPORD 


READING ANOTHER’S NOTES 


It is rare that one expert Gregg reporter cannot read freely 




















the notes of another expert after a brief study of his style 
CHARLES LEE SWEM 
Official Shorthand Reporter, New Lork Supreme Court } 


Ss 





From a Judge's Charge in a 
Negligence (ase 


Sh bh , pPposite page 
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S A Typical Jury Charge 


From notes taken by CHARLES LEE SWEM in a Neglizence Case 
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